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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
DEPARTMENT AND 

INSTRUCTIONS: See Publicatio No. 76-RM-1 for instructions on completing th is  form. Forward signed orjginal to 
3epartment of Archives and His P ory, Records Management Division. 333 Capitol Avenue, Atlanta, Georgia, 30334. I I I  

, -  . -  
Attention: Scheduling Section. 1 .  

I *  - 
1. Agenci A d o m  

Georgia Por f s  A u t h o r i t y  
Operations D iv l s lon ,  Ship Operations 

, 2 .  hrsontoCantact Working Title 

1 

+OR RECORDS MANAGEMENT USE 
Amlieation Number ~ ir 

964-1721 . # 303 1; t Robert Ruiz Manager ~ I . +*-a- 

! 3. Action Requested 1' 
- 1' 

c 3 Amend Apolication No. Checkone: 0 Chanqe; 0 Supercede: 0 Void I 

i 

I 
. 3. G m r  cf Series 5. RecJrds Series Tide (follgwed by tide used in office; if diffwentl 
i h l ; d S  Latest 
7 

1971) I Tn n a b  S h i n  SrhPdtiIe F i l e  
. -  .' . , .  

3'5. Ciawon and C&io F u n d ~ ~  ' 

' What is the function of -the bivision-end the affice in Mien &is record d r i e s  is q e i t e ~ ?  
. I  

I 
. .  , , . .  _ .  , .~ , . 

8 ,  . .  , ~. . .~ 

The D i r e c t o r  of  Operations a s s i s t s  the  Execut ive D i r e c t o r  I n  ' t h6  managerial f u n c t i o n s ' o f  t t ie  
Georgia Por ts  A u t h o r i t y  and i s  responsib le  f o r  t h e  operat ions o f  t h e  Savannah Sta te  Docks 8 
Rai l road Company, Augusta S ta te  Docks - Barge Terminal, Savannah Sta te  Docks 8 Warehouses - 1 Garden C i t y  and Ocean Terminal, Bainbr idge S ta te  Docks - Barge Terminal 8 Brunswick S ta te  
Docks & Warehouses. He a l s o  hand les . the  f u n c t i o n  o f  leases, i nc lud ing  nego t ia t i ng  leases 
f o r  a l l  d i v i s i o n s  o f  t h e  P o r t  Au tho r i t y ,  and w i t h  commercial and i n d u s t r i a l  concerns for  . .  

use o f  space provided by t h e  Georgia Por ts  Au tho r i t y .  

! 
, 

I 

I 7. R e c o r d  Series Dcwiptioton This  file contains the following documents ,, . .  . , (include , ~. form . numb- , . .  , ~~ : . - .  _ _  , , - ,. - ~. - - 1 _ -  ,. Attach lympler of t t ~ e  file. - 1 Documents relating to: .. Ngme,of.ship, I ine, des t ina t i on ,  cargo t o  be loqded and unloaded, date 
, -  

- ,due, , ,  l ength .of Shjp, agent & qtevedore,-berth assigned. - . ? '  ~. . 
, - - I  .. . - - -  .~ . \,-r-- ~ - - .~ . 

. .. Ship I - ~ - schedule form, weekly recap, ' da i  ly, changes and correspondence 
t o  sh i ppi-ng compan i es. 

File is arranged: I 

. 

Chrono log ica l l y  by due date. 

8. Monthly aeferena Rate 

One to six months old 

R a n  of Acarm ladon of Records 

How often are records referred to which are: 
1 

; Seven to twelve months old 1 
8 Lettar-size drawsrs ,y,; Legal-sim drawers , Shelves ;Other (specifyl 

30 ; Thirteen to twenw-four months old 30 
twenw-five months and older seldom 7 " upon request. I 

I 



~...___ 

Jng period, could these 

1 a. State Law . van. 
5. Scatute of limitation '7 years. 
c. Csderai !aw years. 

1. Audit period years. 
c. Administrative need wart. 
f. Federal retention inmudons years. 

~ : .  
. ,. . . ' .i Attach copy or excerpt of laws or Pegulatianr. ExdZin administrative needl . .  

Should a c la im  be f i l e d  aga ins t  t h e  P o r t  A u t h o r i t y  by t h e  l i n e  o r  sh ipp ing  company; 
correspondence contained i n  t h i s  f i  l e  could be h e l p f u l  - dup l i ca tes  of t h i s  correspondence 
i s  no t -ma in ta ined ih t h e  sh ip   file;'-^- . ' 

. .  
. .  ~. ~- I ,  

. . -  - .  .~ - 
~~ ~- , 

Disposition lnrtructiorir This aqgficy mcemmends that the file series be cut ort at chb end of each: ~ . 

t 
: \  
, 1  

- .  
~ .~ - ,  ~~ 

I~~ . .~ . - ~~ ~ 

- -~ ~ then, . .  . EI calendar Year,; a Fiscal Year; u Othw - .  
. . .  I ,  - ,  

~ ~. ~ 

~. _.  .~ . ,  ~ . .  , 

E Hold in the current files area month(s) *~ ' year(s1; then , - 
a Transfer to local holding area, hold 5 yearis); then 
CI 'Transfer to State Zeardr Center: hold 
C Destrov. 

year (s\ ; then 
I .  

Transfer to State Archives for permanent retention. 
@ 9thcr iSpxifyl  

* h.' Th is  f i l e  se r tes  covers two types o f  f i l e s j  shi'p ,'sct~edules. and correspondence: 
The sh ip  schedules a re  dup l i ca ted  i n  t h e  Operations Control  O f f i c e ,  Operations 
Admi n i s t r a t i  ve-0f  f i ce, Trade Development O f f  1 ce, T r a f f i c  O f f  ice, Eng i neer i  ng 
O f f i ce ,  Insurance Representat ive's Off ice,  Ass is tan t  D i r e c t o r  of Finance's O f f i ce ,  
Docks, ~ Warehouse, -~ Ocean_Teminal ;. Brunswick. Eaci I , i t y   and f w e i g n  t r a d e  o f f  ices.- 

-~ 

- .. - 

The9 inkjaionc apply to a l l  prior and future accumulations of the series. 

mendations in para- 

,.- 


